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 ABSTRACT

There is a number of proprietary and open source Learning Delivery Systems (LDSs) available for the use of Instructors today. 

Though each have their own protocols, they all still sharing an overlapping and common tool set.  This article provides a 

case study describing how to apply some of the common tools found in LDSs in the delivery of course in an executive level, 

international program that is taught in the students' non-native language.  Designed for the practitioner, the article 

describes how an Instructor can apply these tools for maximum benefit to executive level students for whom language 

issues may be an impediment for their maximum learning.  The article also lays out a schedule for the Instructor to assist 

them in the integration of the tools before, during, and after the delivery of the course. 
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INTRODUCTION

Executive education is the learning solution of choice for 

busy executives who are climbing their career ladder.  By 

its very nature, executive education must be accessible 

and convenient for professionals who are not only busy 

building their careers, but often engaged in managing 

many other commitments. Thus a unique set of challenges 

are awaiting beyond those  full-time learners. It has 

become common that many local institutions are 

becoming partners with international higher education 

institutions, as a result of this many executive programs are 

now being delivered in the executive learner's non-native 

language. This creates additional challenges for the 

executive education learner.  For these reasons, executive 

education lends itself to a hybrid delivery - that is, a 

combination of in-class learning supplemented with an 

asynchronous learning component delivered through 

application of technology.  Learning Delivery Systems 

(LDSs) is one of the main technologies developed to 

provide this asynchronous learning component. 

While there are a number of learning delivery systems on 

the market today, most share some of common tools.  This 

article is not about comparing the current LDSs on the 

market today, but it discusses more about how to use 

standard modules found in most LDSs to co-create a 

transformational learning experience for professionals 

enrolled in an executive education program.  The list 

discussed in this article is not comprehensive.  It is, 

however, a good starting list for the beginner or 

intermediate designer of an executive education course.  

Following the guidelines for using tool presented in this 

case, can save hours of course design that you, as an 

Instructor, can refocus on working with your learners. The 

LDS tools presented in this article will be: announcements; 

online syllabus; glossary; instructor information; tasks; 

surveys; assignments; discussion forums; groups; course 

documents; external links; tests, and; drop boxes.

This methodology was designed specifically for a six week, 

executive education course that was conducted  once in 

a week.  The student population were Taiwanese and the 

course was delivered in English.  Recognizing that there 

are specific start-up and closing elements, the 
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methodology is equally applicable to courses of either 

shorter or longer duration - the application of the tools in 

the middle of the course can be replicated for  number of 

weeks.  Figure 1 illustrates the overlay of the tools 

mentioned above on the course time line.

Course Start Up: 

The LDS will only be successful if the executive learner sees 

the value that can be added in their course.  Some of the 

learners may know this already, but some executive 

learners may not have been in a classroom for many 

years.  For these learners, it is difficult to understand the 

purpose and power of an LDS.  They may also be 

intimidated by the use of technology in their learning 

experience.  Hence, the Instructor needs to reach out to 

the learners via an email to ensure the introduction of LDS 

as a key course before the course begins.  This initial email 

contact should address the following points:

?Welcome the learner and express the Instructor's 

excitement on working with the group of executive 

learners;

?Introduce the concept of an LDS, how it can be used in 

the course, specific instructions about how to access 

Figure 1: LDS Tool Overlay

The case study presented here advocates integrating the 

LDS into course delivery in three distinct phases: course 

start-up; ongoing course delivery, and; course closing.

the LDS, and an invitation for the learner to explore the 

corresponding LDS course site; 

?Present the syllabus for review in advance before the 

course start; 

?Introduce the Instructor and her/his credentials to 

assure the learners that someone qualified is leading 

the course (and give the learner the opportunity to see 

for themselves what the Instructor's credentials are);

 ?Request the learner to take a survey of her/his 

existing knowledge and aspirations in the area; 

?Invite the executive learner to contact the Instructor 

with any questions, concerns, or limitations that the 

executive learner may have. 

This initial contact helps to  set the stage for how the LDS 

can be used throughout the course and begins to 

manage the executive learner's expectations, and draws 

the interest of executive learner towards the course before 

the course begins. Achieving these goals early are 

important for executive courses, since executive courses 

by their nature have to cover a wider information in a 

shorter duration than a traditional masters level course will.  

Figure 2 is a sample welcome letter that an Instructor can 

send out to a learner before the start of a course.
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Figure 2: Sample Student Welcome Letter

Dear _____________

Welcome to Financial Management, Strategy, and Policy!  I look 

forward to spending the next six weeks working with you.  I know a 

little bit about who you are but I invite you to look at my website so 

you can see the experiences and knowledge that I will be 

b r i n g i n g  i n t o  o u r  s h a re d  l e a r n i n g  e n v i ro n m e n t  

(http://mysite.verizon.net/vzelj8wl/chenery1/) 

I'd like to use this welcoming correspondence to help us make 

sure we all achieve the highest value from the course.  So here 

goes . . . 
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First, we will be employing an important technology to 

complement the course called a Learning Delivery System (LDS).  

An LDS is an easy to use technology that we will use to 

communicate with each other, to share course materials, to 

further reinforce topics covered in classes, to submit assignments, 

and to connect with other resources that can be used to enhance 

our learning experience.  Recognizing your potentially hectic 

schedules, I trust that you will find that the LDS is a very powerful tool 

that you can access any time and anywhere. Please see the 

attachment to this email with step-by-step instructions on how to 

access the LDS that has been set up for our course.  I invite you to 

access the course in advance of our first class and explore all of its 

different components.

Second, from the LDS, please go to the “Syllabus” area and 

download the syllabus.  Review it and mark any questions you have 

on it so we are sure to address them in the first class when we review 

the syllabus and expectations. 

Third, from the LDS, please go to the “Surveys” area and take the 

first survey entitled “Financial Management, Strategy, and Policy 

and You.” Please fill this out and submit it three days before the 

course begins so I can use it to help focus the course to meet your 

needs, based on your experience and aspirations.

Last, if there are any questions, concerns, or limitations that you 

have, please feel free to email me.  Let's address these up front 

because I want to make sure that you are ready to go on day one!

Looking forward to seeing you on ________________.

Peter McAliney

This welcome letter should also be the first announcement 

that is shown to the executive learner when they arrive at 

the LDS module corresponding to the course.  

From a practical perspective, this initial contact will 

introduce the learner directly to some of the LDS tools (e.g., 

announcements, syllabus, Instructor info, surveys) and 

indirectly to others through your invitation to review the 

entire LDS course module (e.g., the glossary, tasks, 

assignments, discussion forums, groups, external links, 

tests, and; drop boxes). 

During the fist  session of the class, the instructor should 

review the LDS with the executive learner. In this first class 

the instructor has to explain to the executive learners how 

he/she has planned to use the LDS, and the instructor  has  

to be careful in gauging the level of the executive learners 

in this first session. So the instructor do not spend too much 

or too little time on the LDS, but encourage learners to work 

together reviewing the LDS, pairing those who are more 

familiar with the LDS with those who are less familiar. 

If students have laptops with internet access, an in class 

exercise can be conducted with using the LDS. A group 

survey, starting to add definitions to the course glossary, 

answering a question in a discussion forum, and visiting an 

external link are all relevant exercises that can be assigned 

to executive learners in the first class to ensure that they are 

comfortable with using the LDS.  As an Instructor, you would 

want to make sure that at the end of the first class, all of the 

executive learners have developed at least a familiarity of 

the specific LDS that will be used to complement the 

course. 

For an  Instructor, the most powerful communication tool 

that can be used for  disposal is the “Announcements” 

tool.  Announcements serve two purposes for an Instructor: 

?Before a class session, they provide insight to the 

lesson ahead.  Specific pre-class preparation 

can be assigned (including surveys), reminders of work 

due for the session can be reiterated, and any special 

information pertaining to the class can be 

communicated (e.g., there will be a guest lecturer, 

class is being held in alternate location, new external 

links have been added, etc.). 

?After a class session, they provide a channel to f i n i s h  

conversations that were not completed in the class, 

reiterate topics covered in the class, identify 
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additional areas for learners to visit (in external links or 

course documents), and reinforce the homework 

assigned in the class (in discussion forums, 

assignments, surveys, or tests).

As Figure 1 indicates, by the first session, the executive 

learner would have been introduced to all of the tools in 

the LDS.  If an internet connection is available, they will also 

have had the opportunity to work as a group navigating 

through the LDS.  Accomplishing the above, assures that 

the course will get in to a strong start and the LDS will start to 

be internalized as an integral part of the executive course 

delivery.

Ongoing Course Delivery: 

During the delivery of the course, the instructor will be 

employing different tools within the LDS.  As Figure 1 

illustrates, before each class session, the instructor should 

have to assure that the executive learners are being 

provided with “Announcements” and the learners would 

be raftered to  the specific “Course Documents” that will 

be employed in the upcoming class session. Instructors 

may also use “Surveys” and refer them to “External Links” to 

help them prepare for the class session.  If tests are to be 

administered, you may also assign “Tests” for them to 

complete.

As mentioned above, after each class session, the 

instructor can use the “Announcements” to reiterate topics 

covered in the class, identify additional areas for learners 

to visit (through “External Links”), and reinforce the 

homework assigned in the class in the “Assignments.”.  

Some of these assignments will probably bring them to 

“Discussion Forums” and the “Glossary.”  One of the areas 

open for exploration is integrating podcasts and blogs into 

the “External Links” in the LDS.

It is essential for an  instructor to set a schedule for 

updating the LDS for the pre-class and post-class 

supplements. This gives  time to pull everything together 
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and also provides you the time for the necessary reflection 

required to make sure that your communication in the 

session is a successful one.  

Posting too frequently to the LDS has the tendency to burn 

the executive learner out and runs the risk of them avoiding 

the LDS altogether.  For the pre-class supplement, usually 

do it at least one full day before the class.  This gives the 

executive learner the time to complete assignments from 

the prior session and prepare for the upcoming session.  It 

also gives them time to print out any new materials in 

advance if they need, so that they can read them during 

commuting hours or in the free time during their work.

As indicated above, one of the powerful advantages that 

an LDS provides for executive learners, especially, those 

who were learning the course in their non-native language 

is the ability  to review the class materials after the class so 

they can catch up the substance.  A useful technique the 

author employed is to assign specific topics to learners to 

find articles in their native tongue and place them in the 

“Drop Box.” It can be send to them directly  either by post or 

providing their location via “External Links.” Not only do 

executive learners appreciate this sensitivity to their 

national culture, but it also helps to increase community in 

the class section.  It helps the executive learners to build 

their networks outside of the class setting.  After all, one of 

the benefits an executive learner expects from an 

executive level course is the ability to increase their 

professional network.

The “Glossary” tool is a powerful way that the executive 

learners use to build a shared vocabulary around the 

course topic.  One of the requests for learners when 

adding to the glossary is  not only to provide a definition for 

the term, but also to relate any personal experiences that 

they may have had around the specific term or find a 

reference through a web search that cites a specific 

example of how the term may have unfolded in a specific 
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business setting. Whatever the course topic might be, a  

true understanding of the term or concept required in the 

glossary addition must be augmented with a practical 

application, so that the executive learner can better apply 

the  concept in their career.  An important outcome of 

executive learning needs to be relevant for the executive 

learner.

Closing the Course:  

An executive level course usually does not end on the last 

class.  In some cases, a final can be required to be 

submitted after the last class session.  Here, the “Test” tool 

would be employed. More often, projects or group 

projects will extend up after the last day of class. To 

continue to be benefited from the LDS, the course module 

must be able to facilitate the completion of the executive 

learners' group projects. This becomes particularly 

important especially when the team members are in 

different cities (or even countries).  

A standard tool in an LDS is the “Group” tool, whereby a 

special private area is assigned to facilitate group work.  

This tool can be used by  the group to  email each other 

and establish threaded conversations, and they would  

also be able to exchange documents that they can work 

on together.  This is extremely important to help them with 

version control and managing a project throughout its 
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completion.  Additionally, the “Group” tool enables the 

instructor to contribute to the group project.

The author usually leaves the LDS course module open 

even after the group project has been turned in and would  

encourage learners to bookmark any links that they might 

have found helpful and copy any “Course Documents,” 

threaded discussions, or really any of the material that the 

group co-created as a learning community in the course.

Conclusion

An LDS is a powerful complementary technology in 

executive education.  While there are many proprietary 

and open source LDSs available today, many of them 

share a common tool set.  However, like any craft, it is 

important to know how to use them.  This article presented 

a number of these common tools - announcements, 

online syllabus, glossary, instructor information, tasks, 

surveys, assignments, discussion forums, groups, course 

documents, external links, tests, and drop boxes  and 

showed how an Instructor can integrate them into a six 

week executive education course.  The methodology 

presented here advocates integrating the LDS into course 

delivery for three distinct phases: course start-up; ongoing 

course delivery, and; course closing.  Hence, this 

methodology can be extended to courses longer or 

shorter in duration.
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